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ILLEGIB

AF Alr Foree Forms Management Manuale 52L& 58
ARDC Alr Porce Forms Management Program, Address by Rob-

ert D, Rice at Second ARDS Forms Management Seminar

on Objeotives and Progress of the Program 1953
AR Aly Force Instructions and Regulations on PForms 48.5%
AF Alr Forees lanagement Jummary Sheot 1953
AP Alr Foros Seript for Forme Management Indootrination 1960
Army Army Forms Control and Standardization Manuals and

Pamphlets 4756
ASF/NARS ASP Manusl M=703-8, Oontrol lamual-Standardization

of PForus 1944
asA All Forms Coet Money 1959
Ay Argy Intelligsnee Report Forms 1959
ARG Blueprint for Forms Yanagement, Robert D. Rice's talk

at AR0 Records Yanngement Meeting 1957
Budget Budget Bureau Circulars, A-17, Clearance of Standard
Bursau forma; A-32, Standsrdizetion of Clinical and lealth

Regord Forms and a-40, Clearance of Plans and Repori

Forms Under the Federal Reports Act h7-54
Commercial Business Forms {Pamphlets and Samples) Ourrent
RMS Carrico College Forms Menagoment Kits 1960
RMS OIA Records Management Program Guide (A brief on the

funotional Arees of Records Management) RESTRIQTED 1953

| 25X1A M (Filed in O/BB's 2-dr safo)
Rus CIA Forms Management Program Booklet 1954
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Page 2 of PORMS MANAGEMENT MATERIALS

Commeragas

UsD4
FiC

NY Port
Authority

Chrysler

GSA

Eing Feotures

RM8/Chiafts
Offiga Safe

Steel Co, of
Canada, Ltd,

GBA
Frudential
Ins, Co, of
Americn

IRAC

G3A
IRAO

GSA

na

RMS
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Commerce Department's Forms Design and Standardization

Handbook

Common Sense in Forms

Constitution of the Forms Management Counecil
Doaigning Forme ~ The Port of New York Authority
Forme ~ A Plan for Controlling the Cost of Having
them Printed, Articlc by Frank Griffin

Porms Analysis « G3A Handbook

Forms Cartoon - Umnecessary Reports, by Jimmy Hatlo
Forms Oontrol and Standardizstion, R-10 SECREY

Forme Control Manual

Forme Design - G3SA Handbook

Forms Engineering

Porms, Posdic and the 1960 Census, Yslk by Morton
Myer

Forms Improvement Kit - GSA Workshop

Forms Improvement Workshop, Talks by Dr, Grover and
Messra, Angel and Rigks

Forms Menegement, Froposed GSA Handbook, FSN 7610~
616~9189 - NOT YET PUBLISHED

Forms Management Council - Annual Meeting - low and
Why the Forma Management Council was Organized by
Br. Alldredge and Goals of the Forms Hanagement
Councll by Robert D. Riae

Forms Manogement Frogram in the Alr Farce
Forms Used in Forms Management

«Form 2, Form Regord and Index Control
«Form 30, Request for Approval of Form

1957
1957
1960
1958

Undated

1929
Undated

1952

1957

1960
Undated

1961
1959

1959

1960

1950
49-60

sForm 30a, Form Stock Replenishment Notige, Coordinat-

ion and Approval Regord
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Fage 3 of Forms Management Materials

«Porm 223, Monthly Form Report

oFform 225a, Forms HManagement Report

+Form 1194, Forme Survey Sheet

«Form DD 85, Forme Analysis Chart of Reourring Data
oForm DD 86, Forms Deeign Guide Shest

«Porm DD 87, Forme Design Guide Shest (16x21)

sForm DD 88, Forms Design Guide Shost 52 % reduction)
sForm DD 89, Forms Design Guide Shout (3%&1/372 * )
+IBM Form 12-h049-11, Layout Form-IBM Card

+Jtandard Reglster Co, Form 1-55, Specification Sheet
for 1BY Elegtric Accounting Machine

«Btandard Register Oo. Form 1224, Universsl Ten to the
Ingh 3pecification Sheet

RM3S Forms Managoement Informetion, Memo %o all Area Records

Officers - OONFIDENTIAL - Filed in ¢/MB's Safe 1954
Ica ICA Forms Management Program Handbook 1961
wop Interdepartmental Forms Standardization and Control

Board, Summary of Aetivities in NME 1947

~ The Office Manual of Bueiness Forms, by Wallsoo B, Sadauskes 1955

Magazine
New York City !Mamual of Forms Design, New York City 19535
State Mutual Methods of Eliminating and Combining Forms, by
life Ass'n, John Boxhua Undated
NSA NSA's Forme Management Marual 1954
The 0ffice Office Mansgement in the Air PForee 1952
Megazline )
IRAC Organizing for Better Management of Direstives and

Forms, a Roport from two IRAC Boundtables by C,E,

Wylie and Robart D, Rice 1960
AF Paper Feril, Article in AF Mamagement Surmary Sheet 1953
GFPO Paperwork Manaegement ~ Part I -« Forms Mensgement

Hearings pursuant to HR 262 1956
GPO Paperwork lManagement and Printing Facilities

Hearings pursuant to HR 2945 1956
GPo Fapasrwork lManagement and Printing PFecilities - Part II

Publications Mamsgaement, Hearings puxrsuant to HR 2045 1957
RMS Poster = Orme the Form says "Don't Waste Forms® 1954
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Pags 4 of Forms Management Materials

WPB/NARS
RS
RM8/Ohief'a
Office Safe
R48/Chief'ta

Offico 3ofe

Hoovar Qonmm,
NAR3

AF

G3A

State Dept.

Navy
ASF/NARS

Offico Bx-
ecutive
Magazine

AP
VA
Systems and

Procodures
Yagazine
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Frinciples of Design and Standardization of Forms

Revision of Forms Numbering System, JONFIDSNTIAL
memo to all Area Records Offissrs (G/F¥B's safe)

Requesting Forms, - SEORET

R10-305

Requirements Lis% -~ Forms lanagement Survey Team —
Paperwork !anagemont Task Forse

Savings Record - Form and Proesdure

3peoialty Forms, PROFOSED GSA HANDBOOK, FSN 7610-
NOT YET FUBLISHED

State Departument's Borme ianagement Handbook

Streamlined Puper-Saving Opsrations Win Efficienay
Awards

Suggeations for Organization of Forms Control and
Standardization Program, ASF/AGO

Too Many Forms Spoll the Profit, by N.0. Couvillon,
Eago Standard Oil Co,

USAF Forme Standardization Program (Mgmt. Trng.)
VA's Forms Comtrol and Standardization Marnual P}

Why Forms Conmtrol is Essential to Business, by Ray
Harien

1945

1954
1952

1954

1952

1957

Undated
1044
1951

1949
1946

1959

22 APR 1963
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CORRESPONDENCE MANAGEMENT

DISTRIBUTION

ISSUE DATE TITLE SOURCE

1954

1959

1954

1954
1955
1955

Are You Dropping Your 0'S? kiwpupexfiyes}y  RMS
Bottled up by an Addressing and Distribu-

tion Problem? U<e new Thermofax Label

Paper RMS

Correspondence Mmnagement - The Answer
to Cutting Correspondence Costs RMS

Data Guide's Solid Flastic Reference

Charts - Guides on Grammar, Punctuation

and Writing RMS
Is rewriting or retyping always necessary? EMS

Letterex (1-page flyer plus samples available) RMS -

Typing Booklet - The Correct Angle for
Faster, More Accurate and Fasier Typing

Form Letters GSA

Guide Letters GSA

Plain Letters GSA
25X1A%9a
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CORRESPORDENCE MANAGEMENT MATERIALS

{411 aveilsble in O/FMB's files unless otherwise indicated)

ORIGINATOR
AND SOURCE

A

Unknown

DESORIPTION DATE

Are You Dropping Your O'e? (l-page flyer) ﬂm\:#ut
Bidliogrephy ~ Correspondense Management _l‘.w
Bottled up by an Addressing and Distribution

Problem? Use new Thermofax Label Faper =
Correspondence Mamagement - The Answer to Outting 1954

Correspondence Costa (Pamphlet)

s-and-Provocurss, [N 55 25X1

Correspondenes—Styl
QONFIDENTIAL ~ Fibd in ¢/FiB's safe

Data Guide's Solid Plastie Referonce Chartas -~ Guides 1959
on Grammay, Punctuniion and Writing

RMS Forms Used in CUorrespondence Mansgement
JForm 36-291 Test, Unanswered Correspondence Invembory 1957
OTR Guide for Typists and Stenographers, TR R 1-2 1954
/Rﬁs Is rewriting or retyping always negoasary? (l-page
‘ flyer) Undated
fig Letterex (l-page flyer plus samples available) Undated
Unknovm Time and Cost Fagtors in Oreating a Typical One-half
pege, 175 word Letter *
RM3/Commer~  Typewriter Ribbons and Special Carbons, Deta on 60~-61
oslal Sources
A M3 Typing Booklet - The Correct Angle for Fasier, lore
Accurate end Baslier Typing 1956
. Rus ¥ ord (A  Uses = Qorrespondenge Management Undated
GSA Correspondense Management Workshop 1959
~G5A Form Lstters - G5A Handbook 1954
—@8A Guide Letters - GSA Handbook 1955
~GSA Plain Letters - G3SA landbook 1955
Kavy Streamlining Correspondence Undated
UsDA What akes a Letter Plain? (USDA Grad, School Annc'mt) Undatoed
VA Approvegd ek Releasn 2004 /88/30n.CIARBBL 40000580694 0021084 5-7

Form Letter Improvement Projeod 1960
2 2 APR 1961
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Va
VA
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Saxple Correspondengs Maragoment Direstive
Tho 4=3 Program...An Evaluation, VA Pamphlet o3~1

The Winning Letter - Common Sense About Writing to
People - VA Pamphlet 5-20
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Undated
1960

1957




!
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ISSUE DATE

1954
1954

1955

REPORTS MANAGEMFNT

IITIE _ DISTRIBUTION

SQOURCE
An Introduction to Reports Management RMS

Analyzing..Requirements for Administra- v
tive or Management Reports RMS

Operating an Area Reports Management Program RMS

25X1A9a

-

el
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(All Availadble in ¢/FMB's Files Unless Otherwise Indieatc

QORIGINATOR
AND S80URORE
Ao
s
RM3
RH#8/Ree, Ctr.
Job #61-341
Box #1
R¥M3
‘/ﬁS/ Rec. Ctr,
Job .#51"542.
Box # !
] "
" "
L] "
" Y
USDA
Navy
Navy
AF
VA

REPORTS MANAGEMINT MATERIALS
DESCGRIPTION

An Introduction to Reports Management

Analyzing Requiremonts for Administrative or
Maragemant Reports

Forms Used in Reportas Mamagement

oForm 142, Request for Approval of New or Revised
Reporting Requirement

«Form 521, Report Swrvey

+Form 855, Reports Roeference

Guide to Condusting the DI/S Reports Management
Suryey (OIA INTERNAL USE ONLY)

"bjeatives of Reports Menagement

pereting en Area Weporis lsmagoment Program

Procedures for Condueting the Reports Managemont
Survey

Sample Office Notice Imugurating a. Reports
Managoment Program

Sample Office Regulation for Operating a Reports
Maragement Progrom

Types of Adminietrative or Mamsgement Reports and
Doguments Exempted from the DI/3 Reports Managemert
Burvey

Gommon Senaovin Roports

Improve Your Reports

Managing Repotbs and Forms

Reports Control Directives

VA Reports Control Frogram

25X1A9a

DATE

1954
1954
1955
1955
1955

1954
1955

1955
1954 -

1955 -

1955
1957
1955
1955
48-51
1960
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DATED
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REPORTS MANAGEMENT

TITLE

A5k
95k

G5l
A5
KM
XG5

25X1A 39560

195k .

25X1A

75e

DisT,

SOURCE

Sample Notice Inagurating Reports Program RMS

Sample Regulation for Operating Reports
Program

Reports Analysis

Reports Manegement Program Guide

An Introduction to Reports Mansgement
Anslyzing Requirements for Reports

Qs -Managenent o
(Para. lc(l). Reports Management)

Evaluetion of Dlssenﬂ.n&ted Information
Reporis

Df@rh'tme{ an ﬂrea )?efanc ﬁ?f. Prwla

RMS

RMS
RMS -
RMS

RMS'

.-v..wﬁiegfsv S

-~ Regfs - .

Rhs

COPY EXTRA
FILED COPIES
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FILING EQUIPMENT AND SUPPLIES

DISTRIBUTION
ISSUE DATE TITLE SOURCE
Sy Security Desk Trays RMS
1959 Equipment Cost Flgures
for Statistical Purposes RMS
1959 Linear and Cubie Footage RMS
Conversion Chart
TPt s
1960 Costs to Store One Cubic Foot of RMS
Records
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MAIL OPERATIONS

DISTRIBUTION
ISSUE DATE TITLE SOURCE
1960 Logging of Classified Intelligence RMS
Reports
1959 Courier Recelpt and Log Record and RMS

the New Agency Chain Envelope
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RECORD CONTROL SCHEDULES
and

RECORDS DISPOSITION

ISSUE_DATE TITLE

1954 ¥ Disposal of Communicsations
Control Records

1955 . Records Disposition

1956 vApplying Records Schedules

1958 , Disposal Authorization for Certain
Control Records

1958 ,Records Retirement Procedure

19548 _ Instructions of Survey Work Sheet
(Form 13%)

1958 Tnstruction on Records Control

Y Schedule (Form 139)

1958 .Guide for Records Disposition

L9597 : That-Recordés—HoIdings
Le Bedueed

1959 v Retirement of Top Secréé Nocuments

1959 /Glossary of Records Dispostion Terms

/Review of Records Control Schedules

DISTRIBUTION
SOURCE

RMS

RMS

GSA

RMS

RMS

RMS

GSA

RMS
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RECORDS CENTER

DISTRIBUTION
ISSUE DATE TITLE SOURCE
1955 Tederal Records Center GSA
1957 Instructions for Transferring Records e Xr
To-and Frem-the Records Center RS

Approved For Release 2001/08/30 : CIA-RDP74-00005R000100010015-7



Approved For Release 2001/08/30 : CIA-RDP74-00005R000100010015-7

VITAL RECORDS PROGRAM

DISTRIBUTION
ISSUE DATE TITLE SOURCE
1954 Operating Procedures for Vital RMS
Records Progream
1956 "Check List" for Reviewing Vital RMS STATINTL

Records

1658 Protecting Vital Operating Reports G54 _
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CURRENT ANNOUNCEMENTS

{Distributed by RMS Periodicslly)

Inter-Agency Records Administrators Conference  (IRAC)

Inter-Agency Management Analyst Conferences (IMAC)
American University Records Management Institute
Archives Admin, Inst,

Records Manarement Class Sched,

Records Msnagement Cert. Sched.

OTR Filing Workshops

Tupport Exhibit

Intelligence Txhibit

WARS Seminars Records Management

Speeding Correspondence
Source Data Automation

Directory of Area Records O°ficers

(Monthly)

(Selected Meetings)
(Annual)

(Annual)

(Annual)
(Periodically)

( Annually)
("uarterly)

(Periodically)
As Needed

(Periodically)
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